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BUREAU MEMORANDUM NO. 30 
Appointments in the Field Service at the Minimum of the Grade 


The attention of all field officers is called to Personnel 
Circular No. 1, dated September 12, 1934, from the Director of 
Personnel, which reads: 

In a decision of August 31, 1934 (A-56683) the Comp- 

troller General held that all appointments in the field 

service should be made at the minimum salary rate of the 

appropriate grade as required by rule 6 of section 6 of 

the original classification act. The practice of making 

appointments in the field service at any one of the salary 

rates in the appropriate grade is hereby discontinued. 

This change puts all appointments, both Washington and the 

field service, on the same basis. 

There is attached hereto a chart showing the salary steps accord- 
ing to the different grades of the different services. This is to be 
used as a guide in determining the rates of pay not only for new formal 
appointments but also for letter of authority employment if the duties 
are of classified character. It need not apply to unskilled laborers, 
cooperative appointments, Public Works employment where rates of pay 
have been established by the Public Works Administration, or to employ-— 
ment under excepted rule limiting the compensation to $540 per annum, 

The daily rate is determined by dividing the annual rate by 360. 
The hourly rate is determined by dividing the daily rate by 6 or 7, 
according to the length of the working days. 
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Schedule of annual salary rates under Classification 
Act effective July 1 1923 and amendments effective 


a oe by TL  ocesend Joly 15. 19350. Jo a ee 


0M OUP SP 65-69 7o-7h 7519 so-ed 569 _go-g4 95100 

i! 600 600 660 720 780 BLO SLO 

Do TBO.  LORCeN iO 2eG08 | 12007) 320 1380 

2 1080 1140 1200 1260 1320 1380 1380 

3 1200 «©1260 1320 1380 Lu40 1500 1500 

1 2 1260 1320 1380 Lu40 1500 1560 1620 

y 1320 1380 1440 1500 1560 1620 1680 

2 A Tie. A500 1560 1620 1680 1740 1800 

5 1500 1560 1620 1680 1740 1800 1860 

3 y 1620 861680 1740 1800 1360 1920 1980 

6 1680 1740 1800 1860 1920 1980 2040 

yy Bh weoe 1250" “1920 1980 200 2100 2160 

7 1860 1920 1980 2040 2100 2200 2300 

ee 6 2000 2100 2200 2300 2400 2500 2600 

6 9 7 2300 2400 2500 2600 2700 2800 2900 

7 2300.2 8 2600 2700 2800 2900 3000 3100 3200 

g 2900 3000 43100 3200 3300 3400 3500 

9 % 3200 3300 3400 3500 %600 3700 3800 

10 3500 3600 3700 3800 3900 4000 4100 

Tt 4 3800 3800 OOO 4200 LOO 4600 4600 

i 5 4600 4600 4300 5000 5200 5400 5400 
13 6 5600 5S00 6000 6200 64.00 

14 7 6500 7000 7000 7500 

15 g 8000 8500 9000 


16 9 Salaries in excess of $9000 by express legislation. 
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BUREAU OF AGRICULTURAL ENGINEERING | 
WASHINGTON, D, CO, 


December 26, 1939 


BUREAU MEMORANDUM Ne, 41 


EXEMPTION CF FEDERAL EXCISE TAX ON CERTAIN COMMODITIES, 


Reference is made t« the attached Prgcurement Divisien, Treasury De- 
partment, Circular Letter No. 124, concerning Section 401 ef the Revenue Act 
of 1935, which exempts frem excise taxes certain articles purchased fer the 
exclusive use ef the United States. 


The effect of this circuhar letter is that an Exemptien Certificate 
must be used for the purpese of securing exemption pf the Federal Excise 
Tax on purchases for the exclusive use of the United States. Until a new 
ferm of exemptien certificate is prepared and issued by the Bureau ef Inter- 
nal Revenue it will he necessary to use Standard Form No. 44. The heading 
should be changed frem "United States Government Moter Fuels Tax Exemptien"” 
to "United States Government Excise Tax Exemption" (except for purchases of 
gasoline and oil the heading need not be changed), and where the purchase of 
exempted commodities covers items other than gasaline and oil, necessary 
changes must be made in the body of the certificate. The words “State or 
local tax" should be substituted by the words “Federal Excise Tax". The 
certificate should also contain a statement to the effect that the articles 
purchased are for the exclusive use of the United States, 


Where it is necessary to make cash payments for exempted articles, 
such as roadside purchases ef gasoline and eil, a receipt shruld be taken on 
Standard Form No, 1066 en which sheuld be made the same changes and additiens 
as on Standard Form No. 44, This receipt should accempany the reimbursement 
account when submitted, Where gasoline and eil purchases are charged and 
billed on white voucher, Standard Ferm No, 1034, an exemption certificate for 
the Federal #xcise Tax should be issued at the time of each purchase or ene 
eertificate issued for all purchases at the end ef the month when the bill 
is rendered, whichever suits the ccnvenience ef the purchaser, Where the 
Government has been exempted from payment of the Federal tax a statement 
sheuld be made en veuchers, including expense accsunts, that the Federal 
excise tax is ncot included in the price charged, much in the same manner as 
the nenpayment of State taxes is indicated, 


it should be remembered that »n articles where there is both a State 
and Federal tax, such as gasoline, twe certificates en Standard Form No. 44 
must be issued, one filled out in the usual manner ts cover the State tax and 
the ether, changed in aecerdance with above instru¢étions, to cover the 
Federal tax, 
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There remain at this time questiens te re settled by the Comptroller 
General in reference to this Federal Excise Tax and until such time when we 
receive more definite instructiens on the subject the above will remain in 
effect, 
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TREASURY DEPARTMENT 
Procurement Divisien Seteber 2, 1935, 


Branch $f Supply 


Circular Letter Ne, 124 


TO THS HEADS OF ALL DEPARTMENTS AND ESTABLISHMENTS: 


SUBJECT: TAX EXEMPTION ON PURCHASES FOR THE EXCLUSIVE USE OF THE UNITED 
STATES OF ARTICLiS INCLUDED IN TITLE IV OF THE REVENUE ACT OF 
1932, AS AMENDED 


Reference is made to Sectien 620 9f the Revenue Act of 1932, as amended 
(effective @cteber 1, 1935), by Section 401 of the Revenue Act of 1935, 
approved August 30, 1935. 


This section provide g that no tax shall be imposed with respect to the 
sale of any article specified in Title IV of the Revenue Act cf 1952, as amended - 


"For the exclusive use of the United States, any 
State, Territory of the United States or any political 
subdivision of the foregoing or the District ef Columbia." 


Accordingly, it will be necessary to deduct the amount of the Federal 
excise tax from the purchase price of the articles enumerated in said Title IV 
of the Revenue Act of 1932, A list of such articles is attached, This applies 


en eee 


to all purchases made on and after October 1, 1935, 


In obtaining exemption from the payment of Federal tax pursuant to said 
Act, it is directed that certificates and receipts similar to Standard Forms 
44 and 1066 be used with appropriate changes specifying the particular article 
involved and indicating that it is exemption from Federal tax, instead of state 
or local tax, There should be included in the certificate and receipt a state- 
ment that the article is purchased “FOR THE. EXCLUSIVE USE OF THE UNITED STATES.” 


These certificates and receipts will, ef course, be in additien to the 
certificates and receipts executed in obtaining exempticn from state or local 
taxes on such articles. 


H, +. COLLINS 
Assistant Director ef Procurement. 
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eeelinre (inelucine cusing beed ‘and naturel gosoline), den-oL, 

Pet voir cl esifiec TLoNs or Uses: 
pronmerod, edvertiscd, offered tor 
ed os, « fuel for the pronulsion of 
Yr aireclanes*s except tht 2% cogs 


benzone, or nenthe, recurdicess of 
eRe Ey Cenep se MPa ot se eiad 
cole -or sold for use. os, or us 
7OueY Venicles, motor, boutea, 


net include any of tne foregoing (other thin vroducts eo-conly 
Or eomicroiclly known or sold"<s ¢ soline). sold for use’ other- 
wise then og e fuel for the propulsion of motor vohiclos, motor 
borts, or elrplanes, ird-othorwise then in the -:nufeeturo or 
“roguction of such fuel, and does rot include koroscre, exes oil, 


Certara: cote ie 


utonobiles, motor cycles, ote, 


utrrobile truck chessis, und &.itovobile truck bodics (including 


in both cusos purts or acceesorics thorcfor s 


nection therewith or with thc sale thersof), 


old on or in con- 


Guna sulomobpile 


chussis ind bodies snd «oloreyelss (including in cach case parts 
Or asecessorics thercfor sold on or ir co:*cetion thorewith or with 


the seéle there ft). 
tires and inner tubes, 
Toilet prep:retions, 
Furse 
COOL The OCC, 
Modio receivine sets “na phono“ r-oh records. 
ie Meer Tern. Lots 
Sorciir foods. 
Pirergs, shells, ¢<rd copbtridros, 


So Verenire net ore: teem LOO Ths, ,| <nd. de 
(exeept serial eumeras) 


chswine fumy 

LUNriCulige O11, 

srewer'’s wort, Li:uid malt, elt sirup, end malt 
Greoe Conesntrate, ctc, 
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Cv)? ) Uy 8) DEPARTMENT OF - AGRICULTURE 


F BUREAU OF AGRICULTURAL ENGINEERING =], 


Washington, D. C. oe foe 


BUREAU MEMORANDUM NO. 45 


_ Government Tax Exemption Certificates ..- 


Attached hereto.for information and guidance is a copy of 
General Regulation No. 86, issued by the Comptroller General of the 
United States on June 19, 1936, which prescribes the use of a new form 
of tax exemption certificate and identification card which supersedes 
Standard Forms Nos, 44, 45 and 1066. 


It will be noted that paragraphs 7, 10, 11 and 12 are not ap- 
plicable to field officers, while the first six paragraphs are very im- 
portant and should be carefully studied, especially paragraph 3 which 
gives details regarding actual and proper use of Standard Form No. 1094. 


The instructions regarding issuance and non-issuance of tax ex- 
emption certificates are summarized as follows: 


ae Issuance of Certificates, 
ot State or Local tax» 
Ls If excluded - give certificate to vendor, 
ae If included - attach certificate to voucher, 

Certificate must: be issued by field officer 
at time of purchase and signed by vendor when . 
exemption is not allowed so that Government can 
use in claiming refund .of the tax paid. 

If cash purchase exceeds $1.00 it will be 
necessary to take a receipt on. Form 101éd or on 
the ‘sales ticket of the dealer to support the 
item in the reimbursement account. 

B, © Federal: Tax. 


dhe If excluded - give certificate to vendor. 


Ae ‘If included - see instructiens. below for . 
non-issuance.. ; 


Cs State’or Local and Federal Taxes,. 


aoe separate certificates for each required as 
above outlined, 


( = p 


3 Dp 
Lie Issuance of Certificates: for Extended Deliveries 


en eee 


under Contract.. 

A. Certificates may be furnished the contractor, 
as above set forth, upon completion of extended 
deliveries rather than for each eae delivery « 





EES Non-Issuance of Spraakerntiecr Uuebe meenst iD Cer- 
tificates must never be issued in the following cases. ) 


A. If only Federal Tax is included, 


ae If purchase is for items of subsistence expense. 
when employee is traveling on official business 
under a per diem allowance, 


C. If purchase is for items of travel expense when 
employee is traveling on: official business in. 
his own personally owned motor vehicle and is 
granted a mileage allowance, 


De If individuals in official travel status do not 
actually pay for items at time of Rees: (Note) 
(Note): In some instances Fk: is ae that certain oil 
companies will not make sales‘ unless the tax exemption certifi- 
cates are given at the time of delivery. In such cases the only 
recourse is to comply with the practice of the’oil companies 
and issue the certificates at the time of sale. 


Regardless of how the matter of tax exemption is handled, all 
vouchers covering taxable items must show by a definite statement 
whether taxes of any kind are included or excluded. If included show 
what kind and the amount. All vouchers where state or local tax is 
included must also show serial numbers of the tax exemption certifi- 
cates issued to cover items listed. 


The old forms numbers 44 and 1066 were designed to cover State 
and local tax exemption on motor fuels, but it will be observed that 
the new form number 1094 has been made to cover exemption from Federal, 
State and local taxes, on all taxable commodities when purchased for 
the exclusive use of the United States, Full instructions for proper 
use are printed on the reverse side of each tax exemption certificate 
as well as on the inside of each book cover, 


When a purchase is made which involves both State, or Loeeis 
and Federal taxes and it is necessary to issue two separate certificates, 
it will be possible by use of the carbon attached to each tax exemption 
certificate book to make both at once, with the exception of filling in 
the amounts in the proper blocks in upper right-hand corner and signing 
the certificates, For cash purchases it is more practicable to pay the 
Federal tax and avoid the necessity of a Federal Tax certificate. 


eb Se 


You should requisition this office for your requirements of 
the tax exemption books, which contain twenty-five serially numbered 
blank certificates, and also the Government tax exemption identification 
card for each employee who will be required to use the certificates. 
Both the books and the identification cards are numbered and a record 


will be maintained in this office of the employees to whom these are 
issued, 


a Lh Tpfe 


oe. H. MeCrony, 
September 26, 1936 Chief of Bureau. 
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! ©. \ Ue 8. DEPARTMENT OF AGRICULTURE 
r \() "BUREAU OF AGRICULTURAL ENGINEERING | 
Ly ; nA oO Washington, D. C. 


BUREAU ‘MEMORANDUM NO. 44. 
SICK LEAVE 


Your attention is called to the following sections of Executive Order No. 7410._ 
dated July 9, 1936, in regard to sick leave, The first five sections of this ordérv= § 


are as follows: 


"SEC, 1. Sick leave with pay shall be granted to employees when they 
are incapacitated for the performance of their duties by sickness, injury, or 
pregnancy and confinement, or when some momber of the inmediate family of the 
employes is afflicted with a contagious disease and requires the care and 
attendance of the employes, or when, through exposure to contagious disease, 
the presence of the employee at his post of duty would jeopardize the health 


of others. 


"SEC. 2, Except as provided in section 3 hereof empicyees shsil he 
entitled to sick leave at the rate of 1 days & month, and if such leave is 
not used it shall accumulate; PROVIDED, that the total accumulation shali not 
exceed 90 days, Sick leave acerning during uny month of service snsli be 
available at any time during the month, 


"SEC. 3. In cases of serious disability or silments, and when the 
exigencies of the situation so reaquire, sick leave may be advanced not in ex- 
cess of SO days in addition to the unused sick leave that has accumulated to 
the credit of employees: PROVIDED, that such advances shall not be made to any 
employes more than 5 times during any one calendar year; that every case of 
advanced sick leave shall be supported by the certificate of a registered 
practicing physician or other practitioner; that the total of such advances 
shall not exceed at any time 30 days beyond the accumulated sick leave; and 
that such advances shall be charged against sick leave subsequently accumulating. 


“SEC. 4. When an employse applies for sick leave in excess of the 
amount accumulated to his credit and the circumstances do not justify such an 
advance, the excess leave applied for, if granted and used, shall be charged 
against any unused annual leave to which ths employee is entitled, or, if there 
is no unused annual leave, the excess shall be charged as leave without pay, and 
such leave shall not thereafter be converted into aither sick or annual leave 


subsequently accumulating, 


"SEC. 5, Sick leave shall not be advanced in an amount that would ex- 
ceed the total that would accumulate during the period from the dste of the 
advance to the termination of a limited appointment (not temporary in character), 


or one expiring on @ specified date." * * * 


The remaining sections pertain to various details of the methods of administering 
sick leave and they may be obteined-upon request from the Administrative Officer of the 


Bureau, 


Please particularly note Section 3, where it is stated that in cases of serious 
disability or ailments, and where the exigencies of the situation require, sick leave 
not in excess of 30 days may be advanced by the Chief of Bureau provided that such 
advance shal] not be made to any employee more than three times during one calendar 
year; that every case of advanced leave shall be supported by the certificate of a 
registered practicing physician or other practitioner; that the total of such advances 
shall not exceed at any time 30 days beyond the accumulated sick leave; and that such 
advances shall be charged against sick leave subsequently accumulating. 


Your cooperation in asking for sick leave strictly in accordance with these regu- 


lations will be greatly appreciated, 


8. H. McCrory, 
August 5, 1936. Chief of Bureau. 
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U. S. DEPARTMENT OF AGRICULTURE 
BUREAU OF AGRICULTURAL ENGINEERING 
Washington, D. C. 


BUREAU iMEMORANDUM NO. 48 


PROPERTY INVENTORY 


In connection with the submission of inventories of non-expend- 
able property it is desired at this time to clarify several points which 
have heretofore caused some confusion, and to develop a uniformity of 
procedure among the field offices. It is also desired to call particu- 
lar attention to the new Regulations of the Department of Agriculture 
with reference to the same subject matter (paragraphs 4111 through 4433). 


There is attached hereto a list of non-expendable, semi-expendable 
end expendable property which has been approved by the Chief, Division of 
Purchase, Sales and Traffic, as required by the Department Regulations, 
for the use of this Bureau in determining the classification into which 
any particular piece of property shall fall. Wo doubdt there are a number 
of items of a non-expendable or semi-expendable nature which do not ap- 
pear on this list, and there will probably be a number of items appearing 
thereon, expendable, semi-expendable, or non-expendable, which might under 
peculiar circumstances fall within a different classification from that 
indicated. The determination of such matters must be made by the individ- 
ual charged with the proverty in each particular case and, if in his opin- 
ion, or for his particuler needs, certain property should be classified 
differently than shown in the attached sheets, suggestions and recommen- 
dations are invited. So far as practicable, however, this list should be 
adhered to. Any property acquired through purchase order or requisition 
issued by the Washington Office will have indicated on field office copy 
of such purchase order or requisition "expendable", "semi-expendable", 
or "non-expendable", depending upon the nature of such property and, 
unless otherwise advised by the person to whom such property is delivered, 
it will be assumed by the Washington Office that the property so classi- 
fied is correct and will be recorded accordingly. 


Property purchased in the field for which vouchers are submitted 
to the Washington Office will be considered "expendable", "semi-expenda- 
ble", or "non-expendable" strictly in compliance with the enclosed prop- 
erty list, and unless this office is advised to the contrary property 
records will be made accordingly. 


If during the year property of a-non-expendable or semi-expendable 
nature has been built into other equipment of a permanent nature, thereby 
losing its identity, accountability will be required only for the com~ 
pleted piece of equipment. When property has been torn down and rebuilt 
for experimental purposes, it may be considered expendable, provided such 
equipment is not retained for permanent use, but in any event notation 
should be mace of such property which has been torn down in submitting 
the inventory, provided, of course, that it is non-expendable property, 
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in order that proper adjustment can be made. Should such property be 
removed from such other equipment, or in some manner regain its former 
Characteristic of non-expendability or semi-expendability it must be 
accounted for in the usual manner. In further reference to the matter 
of classification of property, attention is called to paragraphs 4221 
and 4311 of the Department Regulations. 


Employees will be required to submit to the Washington Cffice 
an annual inventory of noa-expendable property in their possession (para- 
graph 4312b). Property of a non-expendable nature may be disposed of or 
removed from inventory only through a Board of Survey duly appointed in 
accordance with the Department Regulations, (paragraph 4421), except 
when such non-experdable property has been lost, stolen, destroyed, or 
Gamaged beyond profitable repair or salvage, in which case there snould 
be transmitted to the Chief of the Bureau, through the customary chan- 
nels, a certificate on honor (Bureau "Property Lost or Destroyed" form) 
listing the articles for which it is desired to be relieved of account- 
ability, and a statement of the circumstances surrounding their loss, 
destruction, theft, etc., as the case may be (paragraph 4432). 


Employees will not be required to submit an annual inventory of 
property which falls within the classification "semi-expendable", (para- 
graph 4311b). However records of such property must be maintained at 
the field stations (paragraph 4312a). Such records will be subject to 
inspection and check at all times by any authorized Bureau official. 
Such semi-expendable property as has become lost, stolen, destroyed, 
worn out or is otherwise rendered valueless can be sworn off the records 
only through use of the Bureau "Property Lost or Destroyed" form. Thus 
there will be maintained at all times an accurate index of the amount, 
kinds and value of the semi~-expendable property at any particular field 
station. Transfer of semi-expendable »nroperty bet-veen the various of- 
fices must be evidenced by the usual Bureau "Transfer of Property" form. 
These forms should be prepared and executed in the usual manner. Para- 
graphs Nos. 4211 and 4212 of the Department Regulations set out the 
responsibility and accountability of officials for property placed in 
their custody. These paragraphs should be read and understood thor- 
ougnly. 


Inventory of pronerty should be taken by a& tual physical count. 
All property chould be listed in alphebetical order on the inventory, 
or divided into different classes and then listed alphabetically, which- 
ever is more practicable. A full description is avery material aid in 
identifying the particular property and all serial, model and bureau 
numbers appearing thereon should be given in the description, together 
with any other marks of identification such as trade names, etc. 


Any regulation heretofore promulgated, inconsistent with what has 
been outlined herein or in conflict with the Department Regulations, is 
hereby revoked, and the cooperation of all those concerned is urgently 


st oe ah 


er te 





ea 


requested in following the above in order to avoid confusion and con- 
flict in procedure among the various offices, and to effect some method 
by which Bureau property may be controlled and protected. 


There are also enclosed a supply of "Inventory" and "Property 
Lost or Destroyed" forms for your use. If any additional forms are 


needed they may be secured upon request. 


S.- H. McCrory, 
Chief of Bureau 








January 29, 1937. 
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My August sop 
BUREAU MEMORANDUM ; Wo}-60 50 ne: 

SUPPLEMENT NO. le eg i 

K A i 


GOT 2. 193/n 


A recent decision of the Acting Comptroller Geheral ‘states that 
it will now be necessary to show on all payrolls the classification 
grades of positions in the field service of this, Department. This not 
only affects positions where formal appointments are issued, but also 
some positions filled by employment under letter of auenonig It will 
not be necessary, however, to show a classification grade for unskilled 
laborers; semi-skilled or skilled laborers in a recognized trade or 
craft; nor does it apply to any letter of authority employment for inter- 
sehen service where the amount paid does not exceed $45.00 per month. 


Appointments or letter of ane ee employment in those 
positions which will require a _cl assification must be made at the 
minimum salary of the appropriate grades There is attached a chart 
showing the salary steps according to the different grades of the 
different services which is to be used as a guide in determining the 
rates of pay not only for formal appointments, but also for letter of 
authority employment if the duties are of a classified nature. The daily 
rate is determined by dividing the annual rate by 360 and the hourly rate 
determined by dividing the daily rate by the number of hours in a 
working day.e 


In the preparation of payrolls as outlined in Bureau Memorandum 
No. 50, dated August 23, 1937, the title of the position should be 
mretixed by the word Minclaseified”, where applicable, such as 
"Unclassified Laborer"; or if positions require a classification, the 
title should be prefixed by an appropriate symbol, such as "CAF-1, Junior 
Typist". 


Bureau Memorandum No. 31, dated October 2, 1934, is hereby 


rescinded. 
Ve. Myf a a 


De dis HeC ror, 
Chief of Bureaue 
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Schedule of annual salary rates under Classification 


Act effestive July 1, 1923 and amendments effective July l, 


_1928 and July 
A 


SP 65«69 


600 


1 GOZO 


1080 


1200 


CONDOS Cetin. 
C 


B 


2Qv74 Te 79__—0wB4_— B5nE9 


600 


1080 
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1740 
1800 
1920 
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6400 
7000 
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Salaries in excess of $9000 by express legislation, 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
nia BUREAU OF AGRICULTURAL ENGINEERING 
oe Washington, .D. C. 
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BUREAU MEMORANDUM NO. 53 \ RECEIVE! | 
penieotnn ts | ; i 
L sk) OC TIRGn9S fae 


CLASSIFICATION OF TRAVEL EXPENSES. { 


> Aoriculture | 
. §. Department of Agricutsute 
The Secretary has asked that our expenditures fop-travel—duri peor 


the Fiscal Year 1938 be kept as low as possible consistent with good 
administration of the work, He has also requested that we maintain a: 
detailed record of our travel costs. This data will be compiled in this 
office principally from information taken from expense accounts. In case 
of gasoline and.oil used in Government-owned passenger cars, however, 
where the purchase is charged and vouchered on Form 1034, certain 
information must come from the field, — 


The attached analysis sheet has been prepared to show the 
minimum data required for this report and should accompany each gasoline 
and oil voucher submitted for payment, giving the information called for 
relative to that particular voucher. The headings on this sheet are, in 
general, self-explanatory. There will be very little charged under the 
first and second items. The third and fourth are simple; of course, each 
of these headings refers to the entire trip. Under the fifth heading 
should be charged such travel as employees necessarily do at and adjacent 
to their headquarters; it is such travel performed when not in an actual 
travel status. In other words, if no per diem is allowable, consider it 
daily routine travel. The sixth heading covers travel performed 
principally by Division Chiefs or their assistants, but will not neces- 
sarily include all their travel. Charges under this item should be held, 
of course, to strictly administrative or supervisory work, The seventh 
item is self-explanatory. Under the eighth heading we believe a 
considerable amount of our travel will fall. A brief description is called 
for under this item. This should be very brief, simply stating the 
general purpose of the travel. 


It is recognized that there may be some conflict in making charges 
to these various headings. In such cases the dominant burpose of the 
travel should govern. The following are examples: 


Travel incident to transfers of official stations (Code 
accordingly even though to Washington, out of Washington or 
foreign travel may be involved). 


Foreign travel (Code accordingly despite conflict with 
travel to or out of Washington). 


Field administrative or supervisory travel (Do not 
include to Washington or foreign travel). 


BBP 


It is requested that employees, when submitting their 
reimbursement accounts, also note in the space (Additional statements, 
etc.) on the face of the voucher the class -to which the account should 
be charged, as for example, "Code. 4" or "Code 8", 





In submitting this information it is appreciated that a 
certain amount of estimating must be done, 


These instructions are effective immediately. The data for | 


vouchers already submitted for payment will be compiled by this efticosiait 


A small supply of this analysis sheet is attached and 
additional copies may be obtained by requisition upon this office, 
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Seth. MeCronys. jae 
Chief of Bureau. 


(Zw UNITED STATES DEPARTMENT OF sane | 
er BUREAU OF AGRICULTURAL ENGIN EERING} RoE mG 
Washington, Bao. <A ees 


December Ghee 


- BUREAU MEMOR«NDUM NO. 58 


The following memorandum circulated among the staff of the Bureau 
of Chemistry and Soils contains information of intcrest to members 


of this Bureau. 

"The establishment of the new Regional Research Laboratories, 
which will require staffs of several hundred people, has created 
considerable discussion and comment among the professional personnel 
of the Bureau of Chemistry and Soils. The Chief of the Bureau and 
the Directors of the laboratories are receiving a great many inquiries 
from the personnel as to the possibility of obtaining positions in 
the extended work of the Bureau. This letter is to explain that it 
is not necessary for manbers of the Bureau's staff to file Civil 
Service ratings, but any of those interested may file applications 
for positions at the laboratories with Mr. Jack, Bureau Personnel 
Clerk, and such applications will be given consideration at the 


proper time." 





"In view of the fact that the manbers of the staff are in most 
instances known to the men who have been chosen Directors of the Regional 
Research Laboratories no action or personal interviews will be arrm ged 
until it is time to make definite selection for filling of positions, at 
which time all applicetions will be given consideration.” 


"In general no appointments will be made on less then six months 
notice. This is for the purpose of givingg the Division Chief with whom 
the employee is at present associ:.ted time to consider,the effect on the 
work of his division of the loss of the men concerned and also to give 
him opportunity to make the necessary arrangements for retaining the man 


or refilling the position." 


Very truly Ley 


oa sla wae 
“Nee a Ane: of she ab a Cy 


Se He McCrory, 7 
Chief of Buresu. VA 
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